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Leave  Her  to  Heaven 


Do  you  remember  the  book  or  the  movie  version  of  "Leave  Her  to  Heaven"? 
The  main  character  was  a  jealous  woman;  the  title  implied  that  all  one  could 
do  with  her  was  to  "leave  her  to  heaven."  She  made  life  far  from  heavenly 
for  those  who  knew  her. 


A  jealous  woman  can  cause  havoc  in  an  office — and  within  herself.  Lately, 
we've  heard  a  rash  of  stories  about  jealousy  among  office  women.  We  hate 
to  hear  them  because  they  add  weight  to  the  theory  that  women  can't  get 
along  with  others  of  their  sex. 


For  example,  an  insurance  company  secretary  said  that  her  coworkers  resented 
the  extra  time  she  was  given  to  attend  a  business  luncheon.  Another  tale  of 
woe  appeared  in  a  Chicago  newspaper  column  for  white-collar  girls.  A  reader 
complained  that  she  had  been  passed  by,  and  a  youngster  with  only  four  years 
of  experience  had  been  given  a  promotion  when  a  new  vice  president  joined 
the  firm.  The  crowning  blow:  the  "upstart"  received  all  new  office  eguipment 
and  a  raise  that  made  her  salary  higher  than  the  oldtimer's.  And  two  women 
who  work  for  the  same  man  had  a  hassle  because  each  thought  he  spent  too 
much  time  explaining  work  to  the  other! 


The  solution  calls  for  empathy — putting  oneself  in  the  other  person's  shoes. 
If  you  are  inclined  to  be  jealous,  you  can  save  yourself  a  lot  of  misery  by  com¬ 
paring  your  lot  with  theirs.  The  gal  who  takes  a  long  lunch  period  may  have 
to  work  overtime  after  you're  home  at  night.  The  one  who  is  promoted  may 
find  it  trying  to  work  with  a  demanding  executive.  And  if  the  boss  spends 
more  time  explaining  work  to  a  coworker,  perhaps  she  doesn't  grasp  instruc¬ 
tions  as  quickly  as  you  do. 


If  someone  seems  jealous  of  you,  you  can  ease  the  situation  by  playing  down 
privileges.  Don't  make  a  big  production  about  getting  time  off  for  a  special  occa¬ 
sion.  If  you  are  allowed  to  come  in  late,  let  the  others  know  it's  because  you 
worked  after  hours  last  night.  Jealousy  often  stems  from  ignorance  of  the  facts. 
With  a  little  effort  and  straight  thinking,  the  causes  of  jealousy  can  be  elimi¬ 
nated.  And  wouldn't  the  effort  be  worth  while,  just  to  prove  that  women  can 
get  along  with  other  women? 


and  ability  to  transcribe  and  found  she  was  above 
average.  We  didn't  hire  her  out  of  sympathy;  we 
hired  her  for  her  ability  to  do  a  job."  Margie  started 
working  at  Ryerson  in  April  1957. 


How  Margie  Manages 

Since  then,  she  has  mastered  the  terminology  that 
threw  her  at  first.  When  a  name  or  term  puzzles  her, 
she  asks  Joan  Pagorsky,  who  sits  next  to  her,  to  look 
up  the  spelling.  Joan  also  helps  with  erasures.  The 
dictators  help,  too;  they  puncture  the  Dictaphone 
indicator  pads  with  a  pin  to  mark  letter  lengths  and 
corrections,  and  they  spell  troublesome  names  and 
terms  as  they  dictate. 

Margie  stores  stationery  in  a  cabinet  at  her  right 
hand.  Each  form  letter  occupies  a  separate  shelf, 
letterhead  pointing  left.  By  feeling  carbons,  she  can 
tell  which  is  the  shiny  side.  When  Margie  inserts 
paper  into  her  typewriter,  she  advances  the  cylinder 
12  lines  for  sales  proposals,  13  for  letters,  and  eight 
for  short  memos.  Tabulated  settings  help  her  with 
indentations.  She  delivers  finished  work  to  the  sales 
estimators  herself. 


jorie  Miller  at  work 


Office  Woman  of  the  Month 

Miss  Marjorie  Miller  is  a  Dictaphone  operator  at 
Ryerson  Steel,  Chicago,  Illinois,  in  the  Work  Order 
Sales  Department.  Daily,  she  transcribes  40  letters  or 
sales  proposals  dictated  by  20  fabricating  engineers. 
The  material  is  filled  with  specifications,  prices,  and 
technical  terms,  but  she  seldom  makes  a  mistake.  Her 
typing  speed  is  a  brisk  90  words  a  minute.  What 
makes  Marjorie  outstanding  is  the  fact  that  she  is 
blind.  An  attack  of  measles  and  scarlet  fever  when 
she  was  five  years  old  left  her  sightless. 

Letter-perfect  Marjorie  learned  to  type  as  a  fourth- 
grader  in  Bell  Grammar  School's  division  for  blind 
and  deaf  children.  She  went  on  to  Marshall  High, 
Wright  Junior  College,  and  the  Dictaphone  Institute. 

Despite  her  gualifications,  Margie  had  a  hard  time 
finding  a  job.  There  still  are  many  firms  that  won't 
take  a  chance  on  handicapped  people.  After  a  futile 
two-month  search,  Margie  finally  went  to  an  employ¬ 
ment  agency.  The  agency  called  50  firms  without 
luck.  Then  the  counselor  called  Ryerson,  and  the 
company  invited  Margie  for  an  interview. 

David  Young,  who  interviewed  her,  recalled,  "She 
came  all  the  way  from  downtown  on  a  streetcar.  She 
didn't  even  have  a  seeing-eye  dog.  I  was  amazed  at 
her  ability  to  get  around  so  well.  We  tested  her  typing 


Her  Outside  Interests 

Margie  is  so  self-reliant  that  her  coworkers  often 
forget  she  is  blind.  She  cooks,  sews,  goes  shopping 
alone,  and  attends  company  social  affairs.  Twice  a 
week,  Margie  studies  at  Roosevelt  College,  working 
toward  a  degree  in  sociology.  She  reads  a  book  a 
week,  either  a  Braille  novel  or  a  talking  book  on 
records,  and  enjoys  her  hi-fi  set  and  record  collec¬ 
tion.  She  goes  to  movies  and  plays,  and  attends 
church  club  meetings. 

Marjorie  Miller  deserves  the  recognition  given  her 
recently  in  the  company  publication,  "Inland  News," 
as  well  as  the  title  of  "Office  Woman  of  the  Month." 


(This  is  the  first  in  a  series  of  features  about  office 
women  who  are  doing  an  outstanding  job.  If  you'd 
like  to  nominate  someone  for  this  recognition,  please 
send  us  her  name,  company  name  and  address,  along 
with  yours,  and  a  brief  description  of  what  makes 
her  outstanding.) 


can  see  and  the  deaf  can  hear 


.  .  .  why  men  who  tote  briefcases  home  are  considered 
"balls  of  fire,”  but  women  who  do  are  "martyrs." 

. .  .why  more  women  don't  cooperate  with  women 
bosses.  If  they  succeed,  the  doors  to  advancement 
will  op>en  wider  and  sooner  for  others. 


Look  Ahead  to  Get  Ahead 

In  the  last  bulletin,  we  began  a  three-part  series 
based  on  questions  posed  in  The  Secretary  magazine, 
to  help  office  women  do  their  own  merit  rating.  The 
first  one  was,  "Are  you  really  down-deep  proud  of 
your  performance  in  your  job?” 

The  question  now  before  the  house  is:  "Do  you 
have  a  pretty  good  idea  of  what  position  you'd  like 
to  have  10  years  from  now?”  This  query  might  have 
surprised  women  a  decade  or  so  ago;  most  of  them 
expected  to  work  "only  for  a  few  years.”  But  marriage 
no  longer  means  farewell  to  office  work.  Women  con¬ 
tinue  to  work  or  they  come  back  to  business  for  many 
reasons,  mostly  financial. 

Whether  she  expects  to  work  all  her  life  or  not, 
the  smart  woman  makes  the  most  of  her  job  and 
opportunities.  She  wants  to  see  how  far  she  can 
advance  in  business.  She  sets  a  goal  to  give  her  an 
incentive  and  to  keep  her  on  the  right  track. 

What's  your  business  goal?  If  you  have  no  definite 
aim,  take  a  few  minutes  tonight  to  think  about  one. 
Figure  where  you  hope  to  be  a  year  from  today,  two 
Sometimes  You  Wonder  .  .  .  years,  five  years,  10  years  from  now. 

To  chart  your  roadmap,  mark  down  where  you  are 
now.  Are  you  handling  your  job  well?  Do  you  know 
more  about  your  company,  its  policies  and  objectives, 
than  the  average  employee?  Do  you  get  along  well 
with  other  people?  The  answers  indicate  whether  you 
will  be  considered  for  promotion. 

. . .  why  you  never  make  mistakes— until  the  last  line  Look  at  the  positions  in  your  company  and  the 

on  a  letter  with  seven  carbon  copies.  women  who  hold  them.  Write  down  one  or  two  jobs 

you  feel  you  could  handle,  with  the  proper  training 
. . .  how  the  receptionist  can  keep  smiling  when  a  and  experience.  What  does  the  next  level  job  involve? 
caller  is  downright  rude.  How  do  your  abilities  compare  with  the  requirements? 

What  is  lacking?  Will  outside  study  or  reading  fill 
.  .  .why  more  women  don't  use  copyholders  to  make  the  gap?  It's  never  too  early  or  too  late  to  learn  what 
typing  easier.  you  need  to  know.  Plan  a  course  of  study  now. 


.if  everybody  else's  New  Year's  resolutions  are  as 
hard  to  keep. 

.why  someone  doesn't  invent  a  photocopier  that 
reveals  what  is  written  between  the  lines  of  letters. 


Business  Girl’s  Grooming 
Checklist 

A  number  of  readers  have  asked  for  tips  on  grooming. 
Their  interest  ties  in  nicely  v^ith  our  contest  on  whether 
there  is  too  much  stress  placed  on  appearance  in  business. 
(See  the  notice  on  the  back  page.)  Here  is  a  checklist 
that  includes  suggestions  made  by  several  well-groomed 
businesswomen.  The  ideas  will  help  you  face  the  world 
serenely  and  confidently. 

1.  Daily  bath,  use  of  deodorant,  brushing  teeth  twice 
a  day. 

2.  Brush  hair  100  strokes  at  night,  comb  it  frequently 
during  the  day. 

3.  Weekly  shampoo — oftener  for  light-colored  or  oily 
hair.  Rinse  with  a  "taming"  lotion  if  hair  is  unruly. 

4.  Pin  up  straggly  ends  of  hair,  wear  a  net  at  night 
to  preserve  wave. 

5.  A  good  permanent  every  3  or  4  months,  if  hair 
lacks  body;  hair  trim  every  6  weeks,  if  hair  is  short 
or  straight. 

6.  Skin  care:  cold  cream  at  night,  hand  lotion  after 
washing  hands. 

7.  Weekly  manicure,  chipped  polish  touched  up 
during  the  week. 

8.  Makeup  carefully  applied  to  last  all  day,  with  a 
touchup  at  noon. 

9.  Light  cologne  for  freshness.  (Heavy  perfume  is 
overpowering.) 

10.  Final  checkup:  Tailored  suit  or  dress,  well  pressed 
and  brushed;  fresh  blouse;  hemline  and  stocking 
seams  straight;  shoes  well  heeled  and  shined; 
handbag  in  good  repair;  perky  hat;  clean  gloves; 
not  more  than  one  or  two  pieces  of  tailored  jewelry. 


. . .  if  winter  will  ever  end. 


((Continued  on  next  page) 


You  may  have  to  wait  a  while  before  there  is  an  opening.  You'll  have  a  better  chance  for 
promotion  if  you  use  the  waiting  time  to  prepare  for  it.  Look  for  ways  to  improve  your  job.  If 
you  find  an  easier  or  guicker  way  to  do  a  task,  make  the  suggestion  to  your  supervisor.  Com¬ 
panies  hesitate  to  promote  people  unless  they  have  proved  they  can  handle  their  present 
duties.  The  unwritten  principle  is,  if  you  can't  boil  an  egg,  how  can  you  make  a  souffle? 

So  choose  the  job  you'd  like  to  hold  10  years  from  now;  list  the  steps  that  lead  to  it.  Devote 
your  energies  to  doing  well  where  you  are,  studying  for  the  next  step  up,  and  developing 
your  personality.  The  gal  who  just  gets  by  will  never  get  ahead. 


Appearance  Contest  Deadline  Is  February  29 

In  the  previous  bulletin,  we  announced  a  contest  on  the  subject:  'Ts  too  much  stress  placed  on 
appearance  in  business?"  Letters  are  rolling  in,  and  the  judges  will  have  a  hard  time  selecting 
the  best  answer.  The  winning  letter  will  be  published  next  month,  with  credit  to  the  woman 
who  submits  it.  First  prize  is  a  copy  of  Dartnell's  Correspondence  Manual  and  Transcribers' 
Handbook,  imprinted  with  the  winner's  name. 

There  is  still  time  to  send  your  entry.  Send  your  opinion,  in  300  words  or  less,  to  the  Editor,  at 
the  address  on  this  page.  Be  sure  to  include  your  name  and  title,  company  name  and 
address.  We'll  send  you  a  new  booklet  in  return.  The  contest  deadline  is  February  29,  1960. 


The  Problem  Clinic 

Dear  Editor: 

A  woman  in  our  office  is  terribly  moody.  One  day  everything  is  rosy,  and  the  next  day,  she's 
a  Gloomy  Gus.  She  is  touchy  as  a  boil  and  snaps  at  everybody.  How  can  we  cope  with  her? 

J.  M.,  New  York,  N.  Y. 


Dear  J.  M. 

One  antidote  to  gloom  is  to  remain  cheerful  yourself.  A  reader  who  faced  the  same  sort  of  situation 
offered  this  suggestion:  'T  treat  my  coworker  politely,  no  matter  how  she  acts.  If  she  feels  good, 
she  will  talk  to  me.  When  she's  blue,  I  let  her  alone  until  the  mood  blows  over.  I  try  not  to  take 
offense  when  she  snaps  at  me,  since  I  realize  it's  nothing  personal,  it's  just  her  way." 


Sincerely, 


Marilyn  French,  Editor 


If  you  have  a  problem,  we'll  be  glad  to  try  to  find  a  solution. 
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